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START UP

Logging On

1. Enter the user namein the User Name field.
2. Enter the password in the Password field.
3. Sdect the Connect button.
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CHOOSING A RESPONSIBILITY

Choosing a Responsibility

After connecting, alist of valid responsibility values assigned to the user name appears. Select the desired
responsibility by single-clicking on the responsibility from the list of values.
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Alert Manager
Alert Feview

FRA AP DELPHI Controllet

FREA AP FedAdmin - OELPHI Contrallar
FRA AP Previewer

FEA AR DELPHI Controller

FRA AR FedAdmin - DELPHI Contraller
FRA FA DELPHI Contraller

FRA GL DELPHI Controller

FRA GL FedAdmin - DELPHI Controller
FEA IM DELPHI Contraller

FRA PA DELPHI Controller

FRA PO DELPHI Contraller
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NAVIGATION

Using the Navigator

Furctions |

Responsibilities

Top Ten List

1+ Security

Concurrent 1. Users
& Profile 2. Menus
-

Application - |3. Request Groups

Install = | 4, Requests: Submit
Rugsw . Respongibiiies |

Workflow 6. Concurrent Programs (System A
Oracle Support 7. Profile System Values

Sample Navigator Form

To expand or collapse the navigation list:
1. Choose one of the following methods to expand an entry to its next sub-level:

* Double-click on the entry.

» Single-click on the entry and select the Open button.

» Single-click on the entry and select the ﬂ button

2. Choose one of the following methods to collapse the entry:
» Double-click on the entry.

» Single-click on the entry and select the ﬂ button

3. To expand or collapse several entries at once, choose one of the following buttons:

#
_“] Expand All Sub-Levels—display all the sub-levels of the currently selected entry.



&+
“‘_| Expand All—display all the sub-levels of all expandable entriesin thelist.

EJ Collapse All—collapse dl currently expanded entriesin thelist.

To Open aForm

1. Optional: Click on the Menu - Tools. Select or deselect the Il REs RS
checkbox.

2. Choosethe desired form.

Close Other Forms

Oper

3. Double-click onit or select the[ Open button.

Keyboard Shortcuts

» Usethe Tab key to navigate through fields in aform.

* Usethe Return key to activate the default button.

* Usethe Alt key to invoke the menu, and then use the Up Arrow and Down Arrow keys to select amenu
item.

* From the menu choose Help - Keyboard Help...to see alist of predefined shortcut keys as they are
mapped to the keyboard. Common shortcut keys include (multiple keys that must be pressed at the same
time are indicated with the “+”):

CTRL+L List of Values
F11 Enter Query
CTRL+F11 Execute Query
F6 Clear Record

F8 Clear Form
SHIFT+F5 Duplicate Field
SHIFT+F6 Duplicate Record
CTRL+E Edit Field
CTRL+! Insert Record
CTRL+S Commit (Save)

e Usestandard accelerators for cut (CTRL+X), copy (CTRL+C) and paste (CTRL+V).



USING THE TOOLBAR AND MENUS

File Menu and Associated Icons

lcon | Explanation

=TRSO | =+ | Add a new record

My COpen current selection on navigator
e &7 | Save changes
' Save changes and display next record
Ve .
= - | Updates the Process waorkflow in the
Save and Proceed Mavigator by advancing to the Mext step
e S Export records to external source
E}{pnn Creates an lcon in the Documents tab of the
Mavigator

FIRCE T ey g atr
; Exits the application and displays the Oracle
L'aa onasa Dimerantlser Applications Logon window. Not avallable in
= version 711

switch Responsibiliy..

Closes all active windows and displays the
Fesponsibility window.

Etint.. =

5 < | Print

Close Fotm (8 | Close the current form

Exit Oracle Applications Exit all windows and forms




Edit Menu and Associated Icons

Edit Wigwt ol Ilcon | Explanation
' i_lear data |ust entered in current field
Lnda Typing :
& | Cutdatain current field
cut : _ .
Copy 11 | Copydata in current field
LOp : : .
Past [ | Paste cut or copied data to the current field
d5le
S Duplicate record abowve or field above
Ciuplicate b
| Clear record data
Cleat ; Clear record, field, block or form
elete g | Delete current record from database
SEIECTAl Select all records
[GEselactAl Deselect all selected records
Edit Figld... ﬁ Edit current field
Freferences b Update password or user profiles
2 *




View Menu and Associated Icons

Wiew Fofdsr I[I Ij.l? I

Show Havigator

Lo

Find...
Find Al
Guery By Examnple b

Record b

[Tarelatioe,

Attathrents..
SUmman el

Reguests

Icon | Explanation
Q_! Displays the Mavigator Windowy

=)
|

Invokes custom defined zooms

¥

Displays the find window to retrieve records

Fetrieves all records

Search criteria in Enter, Run or Cancel
modes for a Query by Example. Also,
recovers previous search criteria andfor
counts the number of records,

_reates an lcon in the Documents tab of the
Mawigator

Moves the cursor to either the first or last
record,

Displays the translations window

Displays the Attachments window

Switch between the summary and detall
WIS

Displays the request windowy




Folder Menu and Associated Icons

Folder Tools Wi

Bty
Dpef...
Save
Save As..
Delete. ..

. BhowtField...
Hide Field

. Move Right
ifove Left
e L

| Move:Lowm

| Widen Field

' Shrink Field

« Change Prompt...
| Autasize Al

iR
| Wiew Gluery, .
Reset Query

| Folder Tools

Explanation

Creates a new folder definition

i Opens an existing folder definition

(&l | Saves changes to the current folder
definition
Saves current folder definition to a new
narme

F4%| | Deletes an existing folder definitions

Ex| | Displays a field that is currently hidden

S| | Hides the current field

= | | Moves the current field to the right

= | Moves the current field to the left

| | Moves the current field up

&+ | | Moves the current field down

| | Increases the wadth of the current field

M| | Decreases the width of the current field

hanges the prompt for the current field

Adjusts all fisld widths to completely show
their data

Specifies sort order for the first three fields

Displays the query criteria for the current
folder definition

Erase the current query criteria

Display the folder tool palette




SUMMARY / DETAIL NAVIGATION

Open . L :
e Sdlect the ~P button to navigate to an existing detail record.

New
e Seectthe.__—  button to navigate to the detail window and create new record.

QUERY
Using Query Find

From the menu choose Query - Find or select the %J button.

« If alist window appears, sdlect the record and select the OK OK button to
retrieve the record into the current block.

» If aFind window appears, enter search criteriain the appropriate fields. From the menu choose Find or
Go - Next Block to find any matching records.

Query-by-Example

1. From the menu choose Query - Enter.
2. Enter search criteriain any of the fields, using wildcard characters and query operators as necessary.

3. From the menu choose Query - Run to initiate the search or choose Query - Cancel to cancel the query.

DATA ENTRY

Display Field—No bevel for view-only fields

MName

Enterable Field—Inset bevel for entry fields

Supplier Name

Disabled Field—Inapplicable fields have gray backgrounds
Liability

Insert / Replace

To replace text, highlight current text and enter new text or just start typing after tabbing into the field.
To insert text, place the cursor at the appropriate position in the field and enter the new text.



Cut / Copy / Paste

1. Selectthedatainthefield. (Dataisautomatically selected and highlighted when tabbing into the field)
2. From the menu choose Edit - Cut, or pressthe keys CTRL+X to cut the selected data. From the menu

choose Edit - Copy, or press the keys CTRL+C to copy the selected data. Note: Cut islike Copy, except

Cut aso removes the data from the field.

3. Movethe cursor to another field, then from the menu choose Edit — Paste, or pressthe keys CTRL+V to
paste the cut or copied data into the current field.

Clearing Data

To clear selected datafrom afield:
¢ From the menu choose Edit — Clear Field.

To clear arecord of data:

¢ From the menu choose Edit — Clear Record or select the Fé_ﬂ button.

To clear datafrom the current block:
¢ From the menu choose Edit — Clear Block

To clear al datafrom aform:
¢ From the menu choose Edit — Clear Form

Creating and Deleting Records

To create anew record:

¢ From the menu choose Edit - New Record or select the = button to insert a new record after the
existing record.

¢ Click on ablank record.

* Pressthe Down Arrow key to move to ablank record within a series of records.

To delete arecord from the database:
¢ From the menu choose Edit — Delete Record or select the E:ﬂ' button.

To save changes:
* From the menu choose Action — Save or select the QZ button.

* From the menu choose Action - Save and Proceed to save current changes and display the next
record.

Duplicating Data

To copy afield value from the previous record:

11



1. Navigateto the target.

2. From the menu choose Edit - Duplicate Field Above to copy the field value from the previous record to
the current record.

To copy all field values from the previous record:
1. Create anew record.

2. From the menu choose Edit - Duplicate Record Above.

Using LOV (List of Values)

1. From the menu choose Edit - List of Values or select theF button to display alist of values. The LOV
window automatically appears when an invalid value is entered.

Note: If afieldislikely to contain many possible values, a“longlist” window appears. Use this window
reduce the number of entries displayed in the LOV by entering a partia value for the field.

2. Reduce the list entries shown with one of the following methods:

* ClickinthelList field, type the first character(s) of a value to autoreduce the list to just those valuesin
thefirst column.

* ClickintheFind field, enter search criteria, then select the Find button.
3. Choose the desired value with one of the following methods:
» Double-click on the value.
» Single-click on the value and then select the OK button.
* Pressthe Up Arrow or Down Arrow key to select avalue, and pressthe Return key.

* Autoreduce thelist to asingle value.

12



Using the Calendar

1. Whilein adatefield, from the menu choose Edit - List of Value, Edit - Edit Field...

r or £ buttons to display the Calendar window.

Select to highlight date. Double-
click to accept date.

Displays highlighted date

Change month Current month Change year

-ﬂ February 2002

%,
o |

2
9

05-FEB-2002

2. Usethe month and year buttons "‘l T {0 sdlect month and year.
3. Click on aday inthe calendar to highlight adate. Daysthat are invalid are shown with a gray background.

4. To accept the selected date:
* Select the OK button.

* Double-click on the date.

or select either the

Time fields appear on the calendar where they are required entry in the field. Time fields indicate the hour,

minute and AM or PM.

13



FLEXFIELDS

Entering Data in Key Flexfields (with Multiple Segments)

If the exact combination of segment values is known, enter the concatenated combination directly into the
key flexfield.

Otherwise:

From the menu choose Edit - Edit Field to open the flexfield window. Use List of Values on desired
segments to display valid values.

Select the OK button to close the flexfield window or select the Cancel button to discard changes.

Searching Within Key Flexfields

A w NP

From the flexfield window select the I_ button to display a Reduction Criteria window.
Enter values for known segments.

Select the OK button to query.
Choose an existing combination from the list or select the Cancel button.

Entering Data in Descriptive Flexfields

1

Move the cursor into a descriptive flexfield, indicated by [ D] , which causes the flexfield window
to display.

2. Enter avaluein required segments. Use List of Values where available.

3. Select the OK button to close the flexfield window or select the Cancel button to discard changes.

REQUESTS

Submit a Request

1. Navigate to the Submit Requests form. The Submit a New Request form pops up.

Select request type and click the OK button.

* Single Request to submit an individual request.

* Request Set to submit a pre-defined set of requests.
Enter or select the Request Name from the List of Values.

4. Enter additional parametersif required. Select the OK button to close the parameters window.

Click the Schedule button. Choose how to run the request or select a pre-defined schedule. Select the OK
button.

Select the Options button. Specify the Printer and Print Style. To view output online, select the Save
Output check box. Select the OK button.
14



7. Select the Submit Request button to submit the request.

Monitor and View Requests

Review requests that have been submitted, review progress toward completion and review results online:
1. From the menu choose View — Requests or use the Navigator to view concurrent requests.

Enter search criteriain the Find form and click the Find button.
Select the Refresh Data button to update the status of the request.
Single-click on arequest.

a c DN

Select the View Output button to see the request report (if applicable) or the View Log button to see the
reguest log file.

FOLDERS

A folder block is a special block whose field and record layout can be customized, saved and used as a default
folder.

Folder blocks are indicated by an o ] The Folder Tools buttonand
Open Folder button appearing in Folder menu option will al'so ¥
the upper left corner of the block. be enabled.

G
To open the Folder Tools palette select the <& putton.
To open an existing folder:

1. From the menu choose Folder - Open... or select the i] button from the palette.
2. Select the desired folder.
3. Select the OK button.

To customize the appearance of afolder block, use the palette to:

. Select fields to be displayed L) or hidden L% in the block.

« Widen or shrink the %] ["84] widith of the displayed field and

» Change the order in which the fields appear by selecting them and moving them.
* To sort acolumn click on the prompt and the data will be sorted accordingly.
Also, choose Folder - Sort Data and select the criteria desired.

» These settings determine how the folder sorts the recordsit displays. The folder applies these settings
from left to right when it retrieves and sorts the records.

15



* To change the sort order fields, move the desired fields into one of the first three positions using the
- =

buttons

To save afolder:

1. From the menu choose Folder - Save As... to create anew folder (select the L#| putton or from the menu
choose Folder - Save to save changes to an existing folder).

N

Enter aname for the folder.

w

Select the Open as Default checkbox to automatically open the folder upon entering the form.

4. Sedlect the Public checkbox to allow other usersto use the folder definition. If Public is not selected, then
only the user who created the folder can use it.

5. Sedlect the OK button.

To define and save query criteriafor afolder:

1. Runthedesired query, either by using Query Find or query-by-example.

2. From the menu choose Folder - Save As....

3. Enter anamefor the folder.

4. Select Always, Never, or Ask Each Time from the Autoquery Option Group. Select:
* Alwaysto perform the query automatically upon opening the folder.
* Never to save the query with the folder, but not automatically run it upon opening the folder.
» Ask Each Time to be prompted upon opening the folder to perform the query.

6. Select the OK button to save the query with the folder.

To delete afolder:

1. From the menu choose Folder — Delete... or select the x button.
2. Sdlect the folder to be deleted.
3. Sdlect the OK button.

16
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